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Exslanstory fitatement

A+ SPECIAL PRCTORS

The highly clapeified nuture of the written and graphic
material produced in this Ageney makes it essential to renreduce,
duplicste aund print s large volume of this materiel within the
Ageney. The tulk of this work is performed Ly amd the majority
of the repreduction equipment is loested in s central reproduction
and nrinting feellity.

B. YARAGEMENT CONTROLE

Tt is the established policy of this Agency to perfom 2ll
eperstions requiring the use of electrical business machines
snd electiricel typewriiers im machine pools. The use of sleetrieal
tusiness machines and {ypewriters outside of & pool must be justli-
f1ed inm writing amd ecproved by the head of the Office in which
they are Lo be installed,

¥aehine utilisetion figures are maintsined in the machine
porls and the utilisation figures and procedurea are reviewed by
the Organisstion and Methods ~ervice,

e ABERCY VALALTTOR

The uee of electrica) typewriters snd other elsetrical usiness
machines in thie Agency is encouraged wherever it ¢an te proven that
the use of nuch equipment will reduce cleriesl costs, incresse ef-
ficiemey and expodite demired resulis.

Contimous study of new machines sand machine metheds is conducted
to detervine if t:ere sre better ind more efficient mesna of perfom-
ing the operations of the lgency.

e

faaplified personrel are assipgned to the eantinning study toward
effecting the conmolidation of electrical business machine installa-
tions to obtain maxiomm econemy and efficiemcy including utilisetion

of personnal.
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